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25X1 A 
I IftjBg&AL 


1* Autfcarlty 

t* aeoerdaaoe with the prowieioaa of TOCA Titlo 81, Swtiow #9, W, 


SI, 92, tho Si rooter of Oeatral latelllgeaee i* charged with eetebiiahisr 
•ad omforoUg regulatiooe portaialne to oil pkaaea of property aoeouatiaf 


for tho Cewtrol Xatolligeaee Croup* 

2* Purpeao 

tfcio manual eats forth tho pelioiea aad procedure# with roopoot to 
aoeouatabiUty of, tad reapeaaibillty for, auppllea aad oguipaoat *t oil 
GW oporotiar aotiritiea and imatallatieaa • 

3. Do fl ait looo AppUaablo to Proporty Rogulatleua 

a. AaeouatobUlty la tho obligation of as iadirldual offioially 
dealgaated to maiataia a formal record of oupplloa aad o%ulpaowt ea a 
•took roaerd aoeouat* ladiwidualo to doelgsatod will ho roforr.d to a* 
Proporty Offloora aad Supply Officer* . tho term aoaouatablo ^floor rofora 
oollootiToly to a Proporty Offioor aad Supply Offioor aa defised is 
paragraph# b and o bo low* 

— ■ b* 1* as isdlridusl offioially daaigaatei to bo 

accountable for all uos-oxpoadabU auppUoo aad o<sulf»oat uaod by oporatimf 

aetlTitioa uador hie aupply jurisdiction. 

o. A Supp ly Offioor la as Ladirldual officially doaigaatod to b* 
aoaouatablo for oupplloo aad ofalpmea* is otook wrallablo for iaauo at a 
ooatral etorage polst* 

FOIAB3B1 

«, a st ««k loaord Aoeouat la a formal baaio rooord ahowiag, by Item, 

tho roooipt aad diapooal of property, tho %uaatlty on hau> aad/or laauod to 
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roaponathl* of floor*. saaiotaimod fay « aoowmtablo offioor oa prooaribod 
forms. which i# aubjoot to audit* 

f. ftt» pe »oibillty io tho ©blipatioa of am individual for tho gropar 
custody, oar*, ami aafokoopimg of public property i» bio pooooaaiom or 
um&or his aaparviaion whathor or mot » signod roooipt few boom gloom* 

s . Biroot ftoo pomai till ty root* with am individual to whom proporty 
boom omtruotod omd who io apooifioally ahargod with it* oar* amd 
omfokoopimg • 

h* ta|Ntf ^gg^ 3fJ8U >*P & *^blllty lo tho obligati©* of tho ooaior 
individual of a* operating owtity ouoh a* am of fie*, brameh, divioicm, or 
mm Im&opoadowt iamtallntlom, to imouro that all proporty umdor hi* 
jurtadieti©* it preporly anfoguardod, adminiatorod, amd acoouwtod for. 

i. h loopoaiiblm Qfflaor 1* am imdividuml opooifioally oharfod 
with tho oar# and aafakoapiag of proporty roooivod from am aooeuwtabl* 
offioor am a olgmod roooipt. 

j , i— ..g*p»_»aabl* proporty immlmdo* all aupplio* amd *<jui$sa*at mot 
eoa auwd im woo amd whloh ordlaarlly rotmim tboir idomtlty during tho 
poriod of wa#, oath aa vohioloo, aaohimoa , d*otai # typowritora, ote. 

if. proporty imo ludos all oupplio# amd #quip«*at *h.»eh 

mro oomsumad or loot thoir' ooparat# idomtlty im moo* dpmro part*, whioh 
aro uood to impair or ooaplato othor artlolooi offioo awpplia*, amok ao 
atatioswry, pomails, ote., aro oonoidorod oapomdabl* itom# uporn ioouo to 
vtlfig aotivitio*. Xtowo of *%uip®owt whioh aro uaablo for a abort poriod 
emly, or whioh aro oaoily brokam will bo oomld«rod oxpowUbl* upcm loatso, 
mmd will mot bo oarriod om tho otook rooord* of a (bap-arty Officer. 

1, p W p.» 4 *i»v Liability io tho r*#pom#ibility of am imdividuml to mako 
rostitutioa for tho loo# or dootruetiom ©f, or daw* go to, public proporty# 
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Peeuaiary liability arts** from the failure of aa irtdieidual to sxeroise 
proper responsibility# 

a# a Youehor is as iBStraaaat its #4 to evidence a transaction os a 
stock reaori account# Marsaally, there are threw typos t 

(1) A Boblt yagghor is ss isstnasost listing artialea to he 
entered on ft stock record aeeount is order to inore*»e tho *asimaso os 
hand #* 

(2) k Credit Vagohor is as instrument Hating articles to b* 
entered os a steak rscerd aaoeuxt is order to decrease tho "balanss oa 
hand*" 

(?) As Adjustment Tosoh sr is an instrument used to bring tho 
"balance os hand” figure, a* shawm os a stook record aoeouat isto agree- 
ment with tho quantities actually os hand and/or issued to using activities • 
tt Public fr opart y and Property aro g amoral tins rsforring to 
expendable ami non- expendable supplies and equipment , hat 4# mot iso lad# 
rsal property, sooh as buildings, leasehold#, oto* 

©* Installoa Proport y refer* to woveobl# things such as equipment 
apparatus, appliances, f Ixturos , and machinery ahloh hay* boon fixed i» 
place in, or attashod to, roal proporty, but which any bo severed or 
removed without destroying thoir identity or utility. 

p. ftooolpted Instruments a ad Signed koooigts aro general tins 
referring to all signed trams for and is too doewaemt* used to offset the 
as sumption of, or relief from, aoooumtability and/or responsibility# 
i* Aosogntabiilty and Responsibility Distinguished 
A. Biff arena ss 

Aoeountobility is tho function of keeping a formal stook rooori 

so count of supplies aod equipment in storage and available for issue, or 
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of property wMah has boo* issued to operating activities. Sosponsibility 
aria *4 fro* the possession of property or frw* tee supervisory jurisdiction 
over athsr* who hove possession of tho property* B*oh of these soaoept® of 
responsibility or accountability, cr * eosbiaatlais ©f them, any bo attached 
to oat ij^lTidaal as of i«y a«at. 

b« Aoeonatable and Responsible 

A* individual who carries property on a a took reeord aaoounk asd 
who has **14 proporty is hi* ouotody, oithor in as# or in storage, has both 
accountability and responsibility. 
o« Accountable Only 

" ~ issues -h>A<iSIW achrn'-h, aeMO<Ws he w 

A* individual whol es— 4*« property,, ha a stock record aoefovt 

is sees® stable bet *ot respoas ible . 

fh« responsibility 1* this oaso rests with the Individual having possess ios 
of the property whether or not a signed receipt has bean giro*. 

25X1 A | | gongs to b& mw by AsgCfflUfAits oyyiesMS 

1. gores and Purpose* 

a« Pom Mo. 56-T, ke^usst for 4uppllca, gqulpinc at, or Servian, will 
be used by Property Officer# and designated responsible officers to 
requisition supplies, e%aip»eat, or services. 

b. For* Mo. 56-15, Aeoeunts gowtarel Hogistor , will b* used to 
record pertinent information relative to the swb-aooounta of responsible 
offioers established under the supply Jurisdiction of a Property Offioer in 


the ilashlagtoa area* 

o. Fern Me. 36-14 (Faoe), Stock Control Card, will be used by a 
Property Offioer for anixtaiaiae * running balance, by item, of *«*- 
etnp ealable property ©a hand or used by operating aoti Titles under their 

control. 
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d . form M. 36-14 (So-orto), Aooourt* CP«trgl 8#ation wiU ** **** 
j» y * Property Otfiwr i* tho saAlnstsa *m fw a * S * t * lai ® £ a rtmeimf 
Hal**®#, ay ito*, of »o»-o*poadablo proporty to iptiwiitaal 

oust s • 

Fora Mo. 36-16. Tosotor Pogltor, will o« u*»<! to rocord, by 
roach* r *»*b*r, all tr*as actio sw pootod to a •toek rooord aoaouwt 


isolate laed by oa aooouatablo of floor* 

r. w. So. »ll, Iwrt «f Ir r-iotorY will h» e** 4 


t. .(Jut 4U.r.^»lM » th. .toot r.oord oerd. of “ M««t.bl. •«*««• 
If »U ateorepoulee »rw the reeolt of errors la aooeooleture or rootle- . 
Other «... for For. »-• »-l« *ro dtooo.ood 1» po l w«ro [ >h. Q 


STATINTL 


r . for. *o. 50-16. owrroi Bofort . will to to rooort th. 
0lr.OT.tMW.. eoneerelof th. Imo. IM*C. do.truotloe. or theft of S*blt. 
froforty, «4 .ere.. or oopforto. » orUit rooohor to the .1.1 rooord 


Masqat of th* *o##u*tabl» officer eoworaoA. 

h . Fern So. 36-22. Coboo lid a t*d Praprty gaport. » iU b * «** 4 * 

Proporty Officer at am iadopoadowt inotallatioa to iadioato, My itoa, th * 
tot.1 leeroooo. or dooroooo. of wa-owpoodohlo proforty <*loh horo oooorrod 


imrlmg the issiatb. 

i* Form So* 36-24, Pro porty fura-Ia ftr Trass for ||i|> wiU 5# u8 * d 
to rotura proporty to • oootral .apply F*l*t or to Imitfto traaofr Mtlou 
botwMa oaoooatablo offiooro aad/or roopeatiblo of floor* . 

p om so. 36-23, Proporty la reatory Baoord, wlU b * n ** A 3y * 
supply Of floor to aaiataia a roaniOF balaaoo, by ito», of all auppli** **& 

o^ al yoat in. ateefc e-ailablo for iowas* 

k . Form So* 36-4*. Notary Pay at for Psbllo Property, will Ho 
tt ,. d by t a individual -bo dosiroe to «ako voluntary paynowt for tho Uao, 
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I M-FOlUtBim Q¥ ASCOBBTAatg w?izm 

1. a*^irenret* 

a. Ah* May Be Designated 

Aj^ oowslasloned or warrant officer of tit* t!« 3 . armed service*, 
or any C. S. civilian employ**, 5AF-? or above, say b* designated as *a 
asaeuatabl* officer for public property u»i*r th* jurisdiction of this 4f:#a®y* 


2> Appoint lag Authority 

a. Property Qfftor, ffashlagtea Rraa 

/)p -fioiJt'S 

Within th« various ©p*rat i ng,, 1® th* ?-a* hi agios area, th* 

•oooo stability of a Fropsrty Officer will normally he established at th# 
branch or division l*v*l i bwswr, thls^net nandatery. It shall he th* 
prerogative ©f th* Assistant Directors of the various «ffic»«, and of th# 
3hi*f* of similar operating eohelenp (brenah, division, *te.) to presorts* 
th* aeeounta ility level for A *i%* C u»d*r their jurisdiction. Th* appoiet- 
nsmt of a Property Offi«*r will he made by th* individual haviar supervisory 
responsibility over th* entity (office, breach, dirial©*) at *Msh th* 


accountability level ha* been established. 

b, presart y Officer, l^egeadent Installation 

■A Property Officer for an independent installation mill fee desips* ted 
by th* Chief of th* Station. This nppelataeBt will b* mad* with th* ««»- 
ourrence of th* off la* 1* Wa*hi»:'to* having jurisdiction ever th* *#tablish»*at . 


*. Supply Officer, Washington Are* 

4 Supply Officer £ i ss pvitilbl s f s n ihn. 



will be appoint*! by th# Chief of th* Service# 


Branch, Washington, &• 5. 
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S. Sonf treaties, of Appol atnent* 


a. Preparation of AppolidbBcat Orders 

th# appoint.*** of a accountable officer will bo eonfimed by 
u nfftoe oporatis® procedure, or through th* nwdio of * rnmm&vm, 

initiate! by the activity (office, branch, or division) hariO-S th « cppoir.tiar 
authority, The appointment order will ioaioat* the *■**. ***• (*lU**ry or 
civilian), office location, aooouut an.bcr, aad supply Jurisdiction of the 
dosigasted accountable officer . 

b« Plstrlbutioa of Appcl atwst 

The following distribution of appoistnent order# will be «ad#i 
(1) 1 copy to the individual designated j 

(t) 1 copy to the Property Control Division, berrieea Breach; 


(3) 1 copy retained in the filee of the appointing authority, 
bupplonntary distribution will bo unde at the discretion of the appointing 
eothority. 

TBABSf^tS Qf PROFSRTt ACCOOTTABItlfT 
1. Transfer of Property on Stock Record Accounts. 


a. Routine Transactions 

Somnlly, tho transfer of, 


/j-ccotiiJ foiiii'b 


»vfa between aoeou st- 


able 


officers of this Agency will bo effected on a 


, ul »l>l. truT.r 4«w«t, «.h * !>»U..ry Tl.k«, f.™ 3«-10, <w 

Property Turn-In er Transfer Slip, fern Bo. 3d-S4* 


b« ghnnrc cf Accountabl e Officers 

■hen a coaploto transfer cf property occurs, the officer being 


relieved of accountability aad his successor will sign the following 
certificate* p r ep ar e d in ^adruplicoto 1* U*« of transfer documents i 
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I o*rtlfy that th* b*l»*e«» • hmm an th* *ho*lt record aocooat at 

t Aaaouat lhwb*r « Ceatral Istalll£*aoa 


dated 


{Item at trams f*rri*f offiaor] 

'Qrwtf, u ©f 1H* ab*ra dat*, last -rouohar Bamlamr 

19 *r* tru* asd ««rr*et to th* b*©t at «y tawwlodgo *** b*Hof# **4 thot 

*“* proprt, M ttl* *«• Utrmai ««r f ^ y 

pursuaat to , — 

(Qrdar dirwjtlag t man tar J 


iSigaature of off! a artur mi *g avar properly! 


X eartify that X haw* tala data rae*iT*rt fsrcw 

p r*d****s©r, all property p«rtai*i*f to tho aW?« doolgaatad stook roaord 
aoaoumt for whi ah *gr said pr*4aa*»*or i» aaoovmtabl*, a* aha** by tha la*t 
audit of tb- aooouat , plus all proper ohargoa and leas all authorial 

ar*4ita to wy pr«dMM*«r'i ao«o*4nt to th* tl»* of tramafar , l*»t rwsohar 

lumbar dated 19, *<* that I ha*. this data 

Mouood aaoouatah? lity for property ptrtt ining to thl* aaoeuwc. 


(Sigaatur* of atHaar r*a*iriar. property/ 

(Saat* aadTTtl* of appoint! «c aotkority] 

a* l«r— tory Prior to Aaioaiaic heaeumtablllty 

It shall b* th* pr*m*ti<ra of tit* a**ly appol*t#d aoeouatabie 
•ffto*r to tak* a aowpUta phyaiaal } wv*»tory befora aatuaiag aoooumtability 
for aay pablie property* fhi* aotioa should be avsplatad prior to tb* 


ai aiap. of th* C*rtlfioat* of Tr*w*f*r. 

4. Dlstri )«tiou of C«rti flea tea of »ra*«f*r 

On* *opy of th* S«rti float* of Trams f*r will 0* r*t*i**4 oy th* 
iadiridual who ia feeing rolioraa of th* aeoowmtahillty* 0** «opy will bo 
fllod with th* property record* of tho aooenat, a ad two eop 1 ** , t ©father 
With a J>*py of the orders hirootlar th* transfer, will b* forwarded to th* 


Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 



Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-£ 


-2SX1A 


Qkl»£ of ^«rviao* , Washington., Attootiofi* hreparty Ceatrel Jlvi*ioa. 


25X1 


25X1 A 


2 . Aotlaa <ftoa D**th 3r Logoi lagapaeltatipa 
a. Iavaatory of Proparty 

Opoa tba d*ath *r lagal iaeayaoitatioa of ft» iadividual *h» **** 
boQM do* j paatad to fe* as aocouatabla of floor, th* ooaior iadividsja 1 ®f tb* 
oporatia?. activity or iadapoadont installation will *ppoi»t * board of thrwa 
parson* to iavaatory th* property to th* a*t*at d**m*d a*oaaa*ry to aaeartalfi 
tho sarractaoas of th* stock rooord aeoeuat. di*olo#*d by th* 

Inventory will bo isBsodifttoly a<y«#t*d by th* iarsoUgatiair board . Th* 
transfer of ao*ott*tabi lity to * daaigaatsd individual *iU bo of foot i» 
aeeordaae* with paragraph | | ftboro . 

b* Propara tl oh mad Distribution of Roport 

A e«*pl*t* roport on th* fishings of th* board investigating tha 
account, togothor with a list of b*Uw« of preporty iov.atoriad, awi th* 
Cartiflaats of Transfer, will bo proparod in trip lies to mod suojaittad to 
tho appointing authority for approval. 0p©» approval, eao aopy of **oh will 
bo filod with th* property rooorl* *»d two oopio* will bo forwardod to th« 
Chiof ef dorrio**, Washington, At t# at lost froporty 3o*trol Division. 



ass mmim 


1 * Qaafftl 

a. All proparty owaod by thi* Agency ia us* or 1* storag* whiofe ha* 
boon acquired by purohaoo, transfer, or any othar ®*a*is, mat b* account** 
for ©a th* appropriat* steak record account of aa aeoeuntabl* ©ffie*r, «»!*•* 

©tfeorwio# provided for ia th«#« relations . 

b. As accountable officer, upon discovery of unaccounted for proparty, 
will account for sale property or his stook r*oord aeoouat . All eth*r 
individuals, upon discovering unaccounted for public property, will ba 


r-poa*Mp* r %i- d 
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oowseraed, is order that necessary notion »*y b* 

2. iroasrty Officer, sashlngtoa hr** 
a. Duties 

fh* duties of * Property Officer, Sashiagtoa ares, will bet 

(1) Ma i ntai ning a stock record aeoount and »a "A««eust* 

Joatrol" record, by itsn. os Pom So. 36-14, on ell «m-exp«adnbi# property 
issued to neiag activities under hi* supply jurisdiction? 

(2) reviewing, approving, and prooeesing *11 revisit ions sod 
transfer actions for as expendable supplies sad e^uipssest initiated by 

responsible officers under hi* control? 

(3) reviewing sad proeessinc *H iurwsy Reports which effect 

his stock record aoocuwt . 

b, Asoeuntabillty aad Responsi bility 

The accountability for non- expendable property i& u««* *>* 1# th * 
possession of individuals within s ftma operating entity (office, breach, 
divisios), la too «e.hiagtoa area will rest with a deeirsnted Property 
Officer. Somally, the Property Offieer will net hare custody of the 
property for which he is accountable, east, therefore, the responsibility 
rests with the using individual or activity. Utilising Pom Mo. 36-13, 

Accounts Control Roister, the Property Offieer will establish sad aaiatai* 
sub-aoceuat# and sub-aecouat numbers for the using activities uader his 
supply jurisdiction. An individual within eaoh sub-aoo*«at will bo designated 
as the responsible offiaer sod will assume the responsibility for the requisi- 
tion, receipt, sad safekeeping of property charged thereto, fhfci responsibility 

indiridusla having* Wtody or nee.sF Mu M «pse*y. 

}, Property Offioer, Independent I natal 1st ion 
a. Duties 

A Property Officer at an independent installation will be charged 
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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witht 


(1) th* raooipt, iBSpoctieo, *t*rftf*, ft*i Usu#aa# 

of ft.ll #uppll«»« 

(2) ftoo 0 UKti.Bg; for ftll ooft^xpciKlftblo suppli#* *wA •'lul p®#*t ou 
hand &M 1 b boo ftt th* *tfttiOB« 

b. awd Booponolbillty 

411 Bo*-«xp»aft«-hl* *uppli«* *ft«S oa haw* «ad/*r 1 b ua» at 

aua. la d op oadoat i installation will bo ftcooaatod for by ft d*aig:B*t#d F report y 
Offieor. 

Stock Control -Sard* Fora «o. 54-14, will bo maiaiftiood by ft 
Fro party Of floor to rofloot* g it*«* th* fnafttity of noa-*jtp*adftbl« proporty 
ok hand or i» oft* ftt th* lastalifttio*. Seatrol r*oord* om th* r*r*r«* aid* 
of fora So* 56*14 a#*d not b* wfti atalaad out* 14* th* «u*hift)r,i©a *r*a. 

4. Supply Offie*r. *ftfthiarto» 4r*» 
ft* 0wtl*» 

4 supply Of floor ia th® Vaohisgtoa »r*ft will b* «hftrg#4 with th* 
r*o*ipt, iB*p*otloa, fttorag*, ftwd io»uaao* of all »uppli*» fttook*d ftt ft 


oftwtrftl poiat* 


b* 4ooatt«tftbllity and %*o poaal bt llty 

411 #xp*od&bl« &ad aoR-oxpaftdftbi* impplisw ftad *<*uiiw»at storad ftt ft 
oaattrftl aupply poiafc will b® aooowtrtiod for on otook r*oord card® aaiwfcftiuod by 
ft Supply Cffi«*r. Fora So. 66-26* Prep*rty liwwatory l«eord, will b* us®d for 
thi* purpoo* • Aoooantftbi llty aad rospoaaibility for supply *took» will root 
with th# Supply Cfi'iosr until *uob tim# «* th#y *r« ie*u®d to Property 
Offio*rs on valid or*dit vouchers or oth«rwi»* di«po*#4 of. 


stags recoup Ascgssf 3 

1. C*a*r*l 


ft. Although th*r* ar* »«* dovi*tie»ft la th* f by 
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aeemratable effle ere, fchs bast® priaoiple# involved is waiaialatag their 
stock reoord ^ceeuats are the ee*e. la *11 «**«•» the purpose of a stoek 
reoord aeeouat is te record receipts, issues, aad tress far* of supplies and 
evuipesst la auah a mtmmr thet the os head asd/or issued te us leg 

eeti rltiee caw readily fee deteraiaed , The eels* of * streak reoord sooouot 
1* dependent xipoa the acouraoy aad eerrestseas of the f.ostisfs njede. 

fe. la order to relate la adequate control of stock record *oeouat« 
established i» this &g#«sy, *» aaoouat masher will fee see iraed by the 
Property Soatrol Die!*!®**, berviees Braaeh, te each eeceuat • 

2. Teaohsr Register 

a* SUtoenUae by Tougher la»ber 

Aa aoeouHteble of fleer will utilise Jfone So* SB»18, to establish 
end sei stela e voucher Register for hie eteek reoord aoeouat . Each 
isetruatest to be posted to the stock reoord eooouat will be recorded Is the 
Tews! her Register end the voucher washer will be ladle* ted therooa . 
b. Method of feasberiag Teuehsra 

Touchers to e shook record see oust will be mmbered is a eimrie 
series oomenoisg with he. 1 at the beriaalas of oash f local year, aad will 
be maintained ta aunerlosl order* 8»oh voucher master will fee prefixed with 
the letter *JJ* for debit voucher, *«" for credit Toucher, and *1* tor adjust- 
neat voucher (He ports of Inventory Adjustment and Surrey Reports). Debit 
voucher maaber* should set fee assigned to any document uatil the property 
kae been received . Credit and adjustment voucher numbers should be ass 5 -sod 
to traasfer aad adju*t*»eat doousaewts at the tine of preparation* 

A separate essence of wankers will set be eetebiiehed or used 
for debit, credit, or adjustment vouchers. 
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Z» l/oucher 1*1 If 

4a accountable officer *iU establish and n»i«t*i* ft persea-wt 
fil« of signed vouchers a*«4 to evidence transactions es hi* steak record 
aaeoaut. 411 docuneats posted to the stock record e*rd* will be filed by 
vimahsr ascsber. Touchers will set be considered ft walid posting a^ift 

until they have been proporly signed. 

b, I* order to redoes the buUdaee* of the files. It i* euggosted 

that a® rare than fifty (SO) vouchers be placed 1* one folder. 

e , Toucher files which have been ftudited ft ad cleared **y be 
destroyed after retention for ft period of two year# subsequent to the date 

of audit. 

4. Accounts Ceatrol Heel* tor 

a. 4 Property Offieer in the Washington area sill utilise Fom So. 
3S-13 to record pertinent information relative to the sub-accounts of 
responsible officers under hi# supply jurisdiction. 

b* The following Set# will he shown on Fora 36-13 for each 


sub-ace ouaii 

(1) Account Somber 

(2) operating: entity (deotioo) over which the res pone ibis ex finer 


has supply jurisdiction 

(S) Soon nunbsrs (of all roan* over whioh the responsible officer 

ha# • apply jurisdiction) 

(4) X ame of re# possible individual 
(§) Srftde of responsible individual 


5 , SeegoBSlble Officer*# Jacket file# 

a. Property Offieere. in the Washington *rea *»tatelish *ud a* i ate in 

individual jacket file# for all responsible officers under their supply 

lurisdictiOB. |ach individual jacket file will serve ae an informal record or 
• }uri Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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debits and credit* to a responsible officer* » aoeouat and will further 

substantiate th* postings aade to taw >-aoeu»ts Control section of fora 

So. 36 - 14 . 

b. A deewaeat pi aoed is an Individual jaoket file should be cress- 
refer eased with the correspond! ag signed issfcrusrmt in the voucher file. 

6. stock accord Sards 

a. Property Officers will elate la stock Control Cards, fern So. 36-14, 
on all property for which they are accountable. duppiy Officers are 
authorised to use Pom So. 36*26, Property lavs story Isoord, la lieu of the 
dtoek Control Card. Poms foe • 36-14 and 36-25 aro oestKonly referred to as 
steak record oards. 

b. Separate steak record cards will be established for eaoh ite* of 
non-expendable supply ox hand or in use. A ooaplete description of the item, 
including else, model, eta., will be shewn on the face of eaoh stock record 
card. Standard rnmenelataro, unit, and stook number as listed is CIS Stock 
Catalofues and in supplemental stock lists will be used insofar as It is possible 

o. Property Officers will utilise the face of Fora lo. 36-14 to record 
receipts and transfers of noa-s spendable property for Khleh they are acaou st- 
able. This will be accomplished by posting individual debit, credit, and 
adjustment touchers to the stook record sards. The balance figure os the face 
of fora So. 38-14 should at all times reflect the accountability c f idle 
Property Officer. 

d. The reverse side of Pom So. 36-14, accounts Control /cot ion, will 

t 

be used by Property Officer# In the dashlngton area for maintaining a running 

balance of eaoh item of supply issued to Individual responsible off leers in 

the sub-aso ousts • The outer left-hand column of the Accounts Control section 

will be used to indicate the voucher nuaber of the transaction being posted. 

Hie outer right-hand column will be used for posting the total quantity of the 
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item issued to *11 suo-aoeounta, * <i this figure should equal the "balance” 
column os the face of the Form So. 36- H • 

«. The supply activity of as independent installation does sot warrant 
the establishing mad maintaining of tho accounts Control section of For® So* 
36-14 as outlined in paragraph I I - S~d shore. Therefor*, the maintenance of 


a s took record account b^ a Property Officer 
be limited to the fact of Form So* 36-14* 


kill 


25X1 A6A 


f* Pos tinge to all stock record cards will ho currently and neeurutsly 


sale within 24 hoars after a receipt or transfer astioa ha# dees completed . 

7* Foatla? to a Property Officer** 3teak Record Aecouat, Washington Area 
a* Process jug Copies of Vouchers 

kixoopt as noted is paragraph | [ -7- a below, all transaotloos posted 

to the stock Control Card, Fora !o. *6-14, will refloat a chance la the 
Property 01“ floor** total accountability, this will, is turn, effect Individual 
res possibility in on* or more sub-aoeount® • I» view of the above, it will be 
necessary for » Property ‘officer to proa ess two copies of each voucher 
representing a staple transaction. On* copy will be veushered, posted to tho 
face of the Form So* 36-14 to reflect the inareas* or decrease la accountability, 
and placed ia the voucher file. The other copy of the voucher will be posted to 
the Accounts Control section of the Form So* 36-14 to indicate an increase or 
decrease of responsibility ia the sub-account concerned* This copy will thes 
be placed in the responsible officer** jacket file* 
b* Balancing: of Accounts 

The balance as shown on the face of the Form So* 36-14 should equal 
the total balances of ths sub-accounts shown is the Accounts Control section 
of the Stock Control Card • 


o. Transfer between 3ub-&co ousts 

A transfer of property between the sub-accounts of a Property Officer 
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will »©t be reflected ob the face of the Fore I©. 36-14, iaa#aa»oh as a© ah**;;# 

is total aeo.raatabi Uty has occurred • iuoh * traceacticn will he- posted to 

the appropriate ewb-ecoeuate in the Accounts Control section of ?om so. 36*14 

and copies of the transfer 4ootme*t« will be placed i* the jacket file* of 

the responsible officer* oenoeraed. 

S, Footing to * freperty 0frtoo r*s dteek Record /.eoouat, Iad*gendsnt 
laatailations ' 

a. General 

The prlaary purpose of * stock reoerd account *t an independent 
installable® is to record receipts and transfers of jton-*jqp*ad«bl« supplies 
»«i equipment is such * s*iMr that the quantities os head and in use *r# 
accurately refloated at all times. I© segregation will be made i» the 
neoeastisg for *©■* expandable property is stock or is use at independent 
iaetailatioES . 


b. Fostla&c 

k Property '.ffiaer will account for all receipts a ad transfers of 
non— exp end able property by posting* individt®*! debit aad credit vouchers 
stubs test iatisf said transaction* ©a the face of fora lo. 36*14. Adjnctneai 
e ©cohere will be posted is eeeordaao© with current instructions. 

0. Fasting to a Supply Officer** Stoek Reeord ftecoawt, Washington area. 
a. Processing of Accountability lioousesta 

411 instrasemt* rspres eating traasaotioss which reflect, a chaare i» 
the accountability ©f a Supply Officer will be voucher ad, posted to the 
appropriate stock record cards, form So. 36-38, and placed in the voucher file. 

10. Correatioas cf Erroneous Entries on Stock Record Garda 


a* K— trictlcne 

Accountable officers will act make erasures or alterations of entries 
on stock record cards. Correction! will be effected as prescribed in the 

Tlh _ RH Co**' r*J*>'* Ov 'iktX ,bc 0 *<J CMXe/i Wtf/ & < 

ensuing ApprSveSTor Release 2003/03706 : CIA-RDP54-00177A000200030003-6 
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b» Sorrsotloa before A dditional Postings ' 

***** ** •rror 1* discovered ia a pouting, and if swbeeqaeat postings 
***** »®t been aade, the 1 soar root eatry will be ruled out with & a arrow, bat 
act oblitsratisf; line, sod the oorreot poetise will ho toed* on th* mart lin. 

«• Serr*otion aft»r Additional Foa tings 

Wm* as error ia poetise ie dlaeoverod, end if add It Iona 1 poetise* 
h*ra boon wad* prior to dissever? of the error, th* oorreotioa will be 
•ffeoted as follows t 

(1) If aa laoorroet figure has been posted la either the ^eoei-red® 
or " Issued* ( s lt*tur»e<i * oa For® Bo. 36-14 j oolong, the eeiTeetiag entry will be 
node oa the first available liae, using the original Toucher amber and date, 
tegether with the aotahiea *Cerr.* the aet figure (debit ©r credit) aeoessary 
to wake the a ©Treat ion a ad the mm balmaoe will he posted. 

(2) If a oorreot figure has heea entered in the "teoeived* or 
"Issued" eoiustR, hot am arithmetical error has heea wade ia oonputiaf: the 
balance, the ©orreetioa will he sad* oa the first Available lies, us log the 
origiaal vaueher number aad date, with the notation *3©rr. 1*1. Only." m 
eatry will be wade la the *Beoeived* or "lesusd* eoluar. • 

d* ioetiaf, oa wrong itook Sard 

*haa aa eatry has heea posted ia error to the wrong stoek card, the 
adjustment will he eff sated as folloMit 

(1) If the error ie discovered while the eatry ia he lag aade, the 
#eetlag will be dissect laced, ruled aet, and initialed. Without farther 
notation the eatry will be posted to the proper steak eard. 

(2) Providing a© subsequent entries hare heea aade, the proeedur* 
deaeri/ed la (1) above will be followed whom th* error is dissevered at a 
later date. 

(5) If subsequent entries have been wade, the improperly posted 
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stock record oard trill be adjusted by * cancellation entry* The data &sd 
voucher number of the original incorrect entry trill be posted together with 
a notation such as "Canos l foot* 12-1?" { 12-17 being tbs data of tbs original 
posting). Tbs amount of increase or dsersasa (the exact reverse of tbs 
orifiaal entry), and tbs oerrsat "Sa lease" will then ba posted* Being tbs 
original dais aM voucher aumbor, tbs correct post! sag will tfesa b* aede te 
tbs proper steak record sard. 

IbWLga fXQyagT 

1* Csasral 

a. Tbs term "Surplus Property* as used in this paragraph rsfsrs to 
supplies sad equipment which bars bswews eweees to tbs ass ds of tha Central 

Isi-elULgoaee Group, and which have boss or will be declared as susb to the 
proper disposal agency* 

b* The final deb# mi nation of surplus supplies *M equips* nt will rest 
with the Chief of tbs dupply Division, Services 3raaah ; er bis designated 
re pres entativa • 

£• Surplus Prcyarty Record* , liasblag-toa Ares 

a* Transfers to Surplus Property Officer 

Property whioh has been deters! usd as being' surplus to the meeds of 
this agency will te trees f erred t® the Surplus Property Officer, Supply 
Division, Sears less Drench* ouch transfers will normally be initiated ty a 
Supply Officer and will te wade in aeoordanee with current transfer preeedure* 

b. Heeerds 

The Surplus Property Offioer will maintain nesses ary records te 
insure that all property in his custody is adequately eeoouwted for, and that 
records of receipts , minus reow'd s of disposals, equal tbs shook on hand at al 
times. 
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3* eurplas freyorty Offioer, ftsuihjagtoa Area 
a. aespoaslbllltles 

la additioa te tL« ®aist#aa*a« of suitable control reeords , the 
surplus rroperty Offieer is respemsial# for the reeeipt, iaspeotioa, 
classification, declaration, sad disposal of all excess supplies sad s^uipmewt. 
b* 4otioa gpoa Keeslgt of Earplug rroperty 

Open receipt of surplus property, the Surplus Freperty Officer win 
take immediate sot I os, la accordance with curraat directives, te effaet 
prompt trsasfer of said supplies sad shipment te the proper disposal ageaoy* 

4* aurplus Pr o perty at lade pend sat lastallatioas 
a. aatgissioa of Report te Waahlagtea 

The Property Officer of as lsdspeadeat iastallation will report all 
excess supplies sad s^uipaeat te the Chief, Services tJraaeh, gashiagtoa, for 
diepeeitiea ias true t ions • Dispositions will set he effected without proper 
authorisation. 

b* Aetlea Opoa Receipt of Elaposltioa Instructions 

XSpmn reoelpt ef dlsposltiea instructions, the Property Offioer will 
take immediate aotloa te effeet disposal and will report same te the Property 
Control Division ea the Monthly Consolidated Property Report, Fora So* 56«*22* 

I ahd wtsdioip taafiam 

1* geaeral 

a* The term * I natal led Property* as used la this paragraph refers to 
moveable thiars such as e^ipaeat, apparatus, appliaaoes , fixtures, aad 
machinery which have beta fixed la plane ia, or attached to, a build lag, but 
whies may he removed without destroying their ideatity or utility. 

b* The ter* *0*a« signed Property* refers to aca-expeadable e^uipsieai ia 
use, the location of which precludes the 4«si -nation of fixed responsibility* 
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STATINTL 


STATINTL 


25X1 


Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
e* installed end unassigned property in current service la the 


daehingtow area will be accounted fop by the Chief, 

| wopply Division, Services Branch. 


STATINTL 


2* Property Socords, cashiarton Area. 

»• Stack &acora Acocunt 

The Chief* I I will wei rrtaia a stack 

reaord account, by itea* of all iae tailed and aaaaaifwad preparty oa the itoek 
Control Card, Form fie* 36- la. The following information will appear oa the 
Stock Control Card far each item* 

(1) ataadard nomenclature* 

(2) model jmsasberj 

(3) eise or capacity* 

(4) Mae of wsjeufaetwrer* 

(6) unit cast 

b* Dee of fora ffo* $6-14 

Tha fkM of tha Form lio. Si-14 will ba used ta record the traaeae tiers 
which reflect as iwrsas* or 4 serene# ie tha total accountability ef the 
accounts > la officer. The reverse aide* Accounts Control section, trill indicate 


the diepee ttioc of Installed and names igmed property by buildings* 

S« Keepesaibiltty -for Install ad and Daaeatgwed Property 

Under normal c trauma tanoes, installed sad unassigned property will net 
be issued to * responsible officer on a signed receipt* The responsibility for 
the custody and safekeeping of said property will rest with the individual 
hawing supervisory responsibility over the installation in or to which the 
e<iuip»»ot ie installed, attached, or 1 seated • 

I | mmsp m. im?mn 

1. general 

a. Supplies and equipment *hleh are rented or held on a leas basis fro® 
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« to— ral>l firm or ether Oever assent agency will be preaured through the 
supply I>1 via ion, aerrieos Branch* All acquisitions of rented or borrowed 
property will be reported to the Property Control Pivlsioa. 

b* Juab proparty will not be reflected on the stoat record, oeeouct of 
am accountable officer, aer will ftaeouEtability as prescribed is the preceding 
parar raphe be established* the absence of accountability does mot preclude 
the assumption of direct and/or supervisory responsibility for rented or 


borrowed property. 

2. Soapoatsibl lity 

a* Keeponsibility for the custody, o*re, and ssfekseping of rented ©r 
borrowed property will rest with the individual or using activity having 


possession. Necessary records will be maintained by the responsible 
individual as prescribed by the Jhief , Property Control M vision, berviess 
3raas h. 

b. the loss, damage, dec true ties, er theft of rented er borrowed 
property will be accounted for by the responsible individual in accordance 
with the regulations governing the loss of property owned by this Agency* 

m&mn r^sass* m to&g eg mg bspubss 


1. Teati 


Loans 


a* In the event that accountable or responsible property of fleers issue 
property to an individual or using activity on a temporary loan basis, a signed 
hand receipt will be obtained* This reeslpt will bo maintained in a suspense 
file until said property Is rsturaed • 

b. Temporary loaa issues should be limited to intra-agency transaction* 
and sueb action will not he condoned as a routine practice* 


c. Loams to other S overman wt agencies must be coordinated through the 


Property Control Division, 
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2* i ropcrty beige £*&&lr»d 

*» Typewriters , atria* machines , gad other e%uip»e*t returned to the 
Supply virielea. ienrieee Branch, for repair will aomlly remain os the 
account* ole record* of a Property Officer* 

b* The account* ,1« or responsible property officer iaitiatinr the 
retpiest for repair will obtain an itemised signed receipt for the it eats turned 
ia* This receipt will be retained la a suspense file until the property is 
repaired sad returned* 

lAOOOUiTlag K& QJkA OLIMa. . OIL, AMD LggBICAITS 

1* General 


a* The accountability for all actor vehicle fuels and lubricants used 
by this Agency, eithin the heshington area, is the respousibility of the 
Meter Transportation Off leer. Servlets Breach, the ensuing paragraphs out tins 
the policies and procedures for the receipt, issuing, and accounting for 
gasoline, oil, and lubricants* 

25X1 A6A 

2* stock Record Account 

a* Sato line, oil, and lubricants will be carried ae individual items on 


the stock record account Maintained by the Motor Transportation Officer. All 
receipts will be veuohered and posted as individual debits, and a consolidated 
"Monthly Abstract of Issuec" will be posted as a credit to the stock record 
account* One copy of all debit and eredit vouchers will be forwarded to the 
25X1 Property Control Divis loaj 

b. Discrepancies whieh nay arise between the recorded balasee and the 
actual balance on ha*d as disclosed by a monthly inventory will be adjusted 
la accordance with current regulations • 
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4* Issue* 

a* Daily individual issues of ga^oliae, oils, and lu brio acts will be 
and# on ft slfMd delivery receipt prepared in triplicate. Information suoh 
ft* til* Huaatity issued, serial suaber of the vehicle, d«t* # ete*, will be 
included oh each issue receipt* 

b* At tbs close of each day, a reeapi tula tics of the total issues 
wade will he entered ox a loathly Abstract of Issues, uaiataiaed in duplicate* 

Due copy of each delivery will be filed by the accountable officer to 
substantiate the entry wade ou the deathly Abstract of Xssuej a ad cue copy 
will be forwarded to the Property Control Division. The third eopy of the 
Delivery Receipt will serve as ths Consignee* a Reoeipt. 

4* Moathly Abstract of Issues 

a* Ox the last day of eaoh xoath, whoa ths Monthly Abstract of Issues 
is completed, the original eopy will be vouch* red, posted as a credit to the 
stock record aesouxt of the accountable officer* The other espy will be fort 
warded to the Property Control Division* 

mmn tom sot tmopgs ?air wsab km ts&a 

' Ssawral 

a* Dsflaltlos 

Supplies and equipment which h*v* become worn out or otherwise 
rendered uxservlseable aad/or obsolete la aee or in storeys without apparent 
fault or neglect of any individual or individuals will be considered as being, 
worm eat through fair wear and tear la the service of the Gove mss at* 

b* Disposition 

Survey deports will not be initiated on property determined as being 
worn oat through fair wear sad tear* Disposition of property will b» accomplished 
in accordance with the instruction* eostaiaed in the ensuing paragraphs . 


2* Action by the Iropnrty Officer, Washington Area 
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Prupft ration af Fora So* 36*24 

hr*p*rty Offiesr* will instruct r**p«»sibl* effi*srs under their 
supply 4«ri#4ioti<>» to r*tarm ftll pr*p«rty which h*s b*oost* tut*#rris**bl# 
throurh fair w**r msti t**r to th* *p.propriAt« Supply Officer. Th* transfer 
will b« sftdft o® » freperty Tar»-1* or frmuUr Slip, form So. 30-24, prop* rod 
in smctuplieftt* by th# rftsposftible officer, 
b* Processing Form So. 36-24 

Vpo* oanplwtioa of the tum-ia, th# Property Of floor will po*t on# 
r*®*lpt*d oopj cf Fora Bo# 36-24 ft* ft orodit Touoher to his atook record 
ftooouet . 0»* copy will also b» pmtmd to th* Aaeouftts Control section of tk# 

Stock Control Card, and anb#*ip*jstiy placard in tk* ^»ok*t fll* of th* 


responsible offi««r concerned* 


3* Aotiftft by th* bopply Off 1st, *»»8hi»rtpn Ar*a 


ft. Approval 

Tk* Supply Offle*r will b* responsible for d*t*rai*i*f that property 
b*iar« returned to stock by * osl&r activity i* «n**rTic**fel* and ha* b**a *®r* 


eut through fair w*ftr and t**r. Such tura-in* will b* *a#©a»t*& for by th# 
3dpply Officer until disposition 1* *ftd* i* accordance with paragraph M 


25X1A 


below* 

b« &iaa|> ffg | wval 1ft lh*l* or in Part 

In th* #v**t thftt ftll or p*rt ef th* property has *ot b**n wrs out 

through fair wear and t#*r. ft«d th* uns*r*i***bility appear* t« b* th* r*sult 

of neglect, th* r*spoA*ibl« iadividn#! will b* notified by th* Supply Offissr 

to lnitiftt* ft Survey Maport on th* <j«**tic»abl* iteaft in accord**#* with 

25X1 A paragraph. | j-2-a. us* copy ©f th* »etifi**tioB will b* forward** t* th* 

Fr^p*rty Control Bivisi** for lafcmfttisianl purposes. Ultinftt* disposition 

of th* property will b* n»d* i* aeoerdano# with instruction* is#u*d by th* 

Property Survey So*rd *ft*r th*. Surrey l*port hfta b**a duly proo««s*d. 
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 



Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
a, Disposition, of toaarvioeabl* lUm 

Kll lt« tor«fh fir «« f*r .hlo» 

. w «r « «k. .toot nword .a—* of • ^fpl, «"•" *‘ 11 s * 41 * i ’°** i “ f 

la tto following »*»s*r* 

(1) Items which are eeoaoiaieally repairable eod ***** ar * “ ot * ur “ 
plus to tto need* of this Ag.aey will be repaired and returned to stook. 

(2) Unserviceable proparty that is mrpliM to tto »••<*• of tr ' u 
Acaaoy, or which is toyond th. stats of economical repair, -111 to transferred 
t© t ha Surplus Proparty Officer U accordance with current tto wafer procedure. 

4. Action by the darplu* Proper ty Offlocr 

a. The Surplus Property Offioar will to raspoasibla far th* oHiaata 
disposition of all unserviceable property which Is set aeesosloally repair- 
•hla and/or is «#*« to tha aweds of this Agency. Iwefar as it is possible 
dispositions will ba wade to established Government disposal a E asoias. 

b. Unserviceable property whiah cannot to disposed of through normal 
etoassls will to destroyed. Prior to destruction, such items will to reported 
to tha CIO Property durvey Board oh a Report of Inventory Adjustment. Form So. 
56-16. prepared in triplioats. by the Surplus Property Offioar. A request for 
wtherity to destroy such it— should to iuoludad is a cover letter directed 

to the Property Surrey Board. 

e. Two copies of the Report of Inventory Adjustment, together with the 
request for authority to destroy tto items listed thereou, will be forwarded 
to the Property Surrey toard, trough tto Fre*orty Control Division. Oua copy 
of Form So. 36-16 will he retained by th* Surplus Property Officer as * suspense 
credit voucher to his stock record account. The Property Surrey toerd will 
return one approved copy of Form So. 56-10 with authorised disposition instruc- 
tions to tto Surplus Property Officer. Tto approved copy of Form Sc. 56-10 

will to posted as * valid credit voucher to the Surplus Property Officer's 
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forvarded to the Property Control Division for adjustment of control records. 


§• AettonAt ludapendsat Installations 

a. Co— ml 

Property at an independent installation readered unserviceable and/or 
obsolete through fair wear and tear will to aoaounted for by the Property 
Of floor until proper disposition Has boos off noted. 

b. Preparation of fora Wo. 36*16 

All unserviceable property appearing oa tho stock record aooourt of 
» property Of floor will bo listed on a Report of Inventory MJustraeni, Pom 
Mo. 36-16, proper ed i* triplicate. Iho followinp oertifioate will bo included 

on the faoo of tko form So. 36-16* 

l eertify that the itessa its tod bore on have boon worn, ©at through 
fair wo» y and tear ia tho service of tho C overuse nt sihhout fault or nog loot 
on tho part of any individual or individuals, and that said itosss *ro not 
oooneaiaally repairable. 


25X1 


Property' WHoor 


e. Plstribatioa of Fern io« $6-16 

The orlflml and one copy of Pom So* 36-16 will be forwarded to 
the Chief of Statics for approval. The third oopy will bo posted a* a 


suspense credit vouaher to tho sto^k record account by tho Property Officer. 
After approval has boss effected, tho original Report of Inventory Adjustment 
will be returned to the Property Officer to be filed as a valid credit voucher . 


One oopy of For® So. 56-16 will be retained in the administrative files of the 
installation. frfx*h j /CajusA^ ^ *'» & &/»**/ */ / l€ 

■ ‘ ■ - ° ’ L ~ * 7 #«f t. ttft'K. | \ jt — 


kirtC 


IMf 


r // _ f V f a V‘ 

he*tfo*ts * s * a9, y &/•+*- »r/*yn*i V /** 

If, BAMASSa, OS 3T0ESK pseronff — OWflTS 


B«Ot U/lX. 


1* General 


&e/o«i 
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a* Individual He* possibility 


The policy of this Agenoy emfceaplate* that some individual will be 

rMJo-lkt^rW^UoftellalKl^toW : ’ 
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X* the event preparty i* lost, dawned, or destroyed by <>*«»•* oth * r 

fair veer sad teer la th* aerviea ?«f the Govermmeat, the responsible 

individual will prepare * Surra y Report. Form He. 36-18. la aoosrdaace with 

the prseeiure outlined be lew • 

to. Initiation ef sqrrey Reports 

tun; R .parts Mt W by th. rsapaastbls l«Si»14u.l 

thirty days sftar th. l«s. tt-e*. d.stnrrtios. or thsft h» b.« 
tRa.ll .irsaawtA.0.. pr.«ht th. l.itl.ti<m «f * a»rwy Kaybrt i» th. r.. iU lr«l 
tisw, .. «pjM*tlha for th. l.l.y bill b. fctthbh.fi »*1 *«d. « part of tit. 

Survey Report • 

l. Preparation *ad Distribut ion ef Survey Reports 
»• Sy Responsible Individuals 

Individual* *ho ere responsible for property whieh he* been lost, 
dimer ed or etolea will ialtiete a Survey Report, form Bo, 56-18. ia sextuplloata. 
All factual date surrounding the loee, duange, deetmetloa. or theft should be 
issluded i* the •eirsuastneses* section of Per* So. 56-18. This should be « 
eoaelse statement ins lading dates, location, and eases of isdi vidua la involved, 
and will be ewora t« be fere a aotary public or a atwry offi ®* r * 

Additieael substantiating evidence may be preeeated ia the form of notarised 
affidavite whloh should be attached to the Survey Report. On* espy of the 
Survey Report will be retained by the responsible iadividual. The original 
mad four espies will be forwarded to the Aoeouatabl* Property Officer who will 
asaisa a vsuoher misber to all espies. Qae espy will b. posted as a euspsase 
voueher ts the Property Officer's steak record aooeeat. Is the Sashiartoa ares 
only. Property Offioers will sake appropriate deductioas of items be lag 
surveyed from the Aoesuat* Control Section, Fora Is. 56-14. A semorsnduw 
listing the surveyed Items, sros.-referenoed with the voushar sabir assirued 
to the Survey Report, will be filed ia the responsible iadividual'* jaoket file 
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The property officer will siga the reataisdsg copies { original and thro*) of 

For® So* SC- 18 mod distribute earn# 1* the following mAnaer* 

<1) 1b the dashiagton &r*a, Surrey Rspcrt* *111 be forward *3 to toe 

820 Property Surrey board, through the Property Control DivisioK for 

investigation. and action. 

(S) At iadopeadeet installations, the Surrey Report will tee for- 
warded to the Chief ©f station for netica ia accordance with paragraph 
| be low* 

b. By Supply Officer oa Pr operty ia Storage, fsshlagtoa area 

Who* a Supply Officer initiate* a Surrey report for the loss, sassage, 
destruction, or theft *f property la storage, an original and four copies of 
fora So* 36-1$ will be prepared* All factual data la the form ©f a oosol*« 
eta ten* at eontaialsg dates, location, aad same* of Individuals concerned will 
tee included la the "Circumstances" seotion of fora So* 36-13* All copies will 
he vouchers! , one copy will be posted to the stock record account, a ad filed 
as a cue pens* credit voucher peadiag receipt of the approved or disapproved 
Survey Report • The original and three copies of the Form So* 56-18 trill then 
tee forwarded to the 810 Property Survey Board, through the Property Control 


Division. 

o « By Property Officer M Responsible Individual, BMhiagtoa Area 

la the eveat a Property Officer has delegated himself as a responsible 
individual for a eub-aooount to his stock record account, and Is responsible 
for the loss, damps, or destruction of property charged to that eub-aooount, 

above will be followed. 


the procedures a* outlined in paragraph 

3* lotion by Chief of Station 

a* Surrey Reports which are initiated at independent installations 
will be forwarded to the Chief of Station for action prior to being routed 


25X1 


to tfaehington. The Chief of Station will appoint a die late rested investigating 
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offloar (aivlliam or military) t© «ae«aia© svailabl* •vldmto* r*gardi*f th* 

1m*i daaaf,*, or dastruetloa aad hi* fiadlags will b« asi*d on th* rovorso 

•14© of th© ^urv*y B*port* 

b* Upon © cap 1© ties of th* invostlgatios, *11 a ©pi© a of th* Swrroy 
hoport will b© forward ©4 to th© GIG ?rep«rty Survay Board, throurh th*' 
Property Coatrol Birioioa, a*rvlc:*s Branch, Washingtoa* 

4, Actioa by th* GIG Froporty Sarr©y Board 

*• All $mrny Deports initiatod within this *g*w*y will a* forward©?* 
to th* CIS Fr sporty furray Board, ifcrourh th© Fropsrty Coatrol Division, far 
investigation sad not 1 os is asoordnao* with paragraph 

b. Upoa oos$ lotion of final aatiaa, th* *rr ©party Sarr*y Board will 
rwtaia th* original copy of form U-e, 38- IS and retura th© retaniaisg. ooplw* 
to th© Frop©rty Control Division for distribution. 

8* nation by th© Froptrty Coatrol Division 

Th© Property Control Division will di© tribat* all Survey Soports i» 
th* foil ©wing. wnaaort- 

a. Approved Survey B*port* 

(1) 1 ©opy — Dssponslbl* initiating individual 
{2} 1 ©opy — Aoooun&abl* Offio*r 
(9) 1 o*py — Property Coatrol Division 
b* Disapproved ^amy Efports 

(1) 1 ©opy — Responsible initiating individual 

(2) 1 ©opy — Aasoustsbls Officer 

(3) 1 ©opy — Property Coatrol Divide© 

(4) 1 copy — Chief , FI nano* branch (o«rtifi*d tru© ©opy) 

0T»T\eV\ 

8* Aotlen by th© Fionas© ^tni* ime 

Upon r*o*ipt of a disapproved iurv»y toport, th© Chi*f, Fimas© 

Braseh, will off©* t oollaefciom of all asoai*© in aoocrdaao* with paragraph 
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| | jig OSSSSSL gggH jflSSfe 

1* General 

The Director of Central Intelligence has delegated to the GIG 


Property Survey Sword th* authority to tales final action ox all Curvey 
Reports j authorise ultimate disposition aad/or destruction of all unservice- 
able aad obsolete proparty in th# custody of this Agenoyj and to approx* or 
disapprove all Reports of Inventory Adjustment, Fora So* 36-16, la 
aoeerdanoe vita the prooodure ont lined la paragraph | | 25X1 A 

2* Aotioa on Survey Reports 


a* The CIS I roperty Murray Board will review all Survey Report* *si 


supplemental data, loo lading the f lad lags and reooaa&sndatioss of t ho 
investigating of floor, pertaining to tho less, dswage, destruction, or 


thoft of public property. 

b* Baa ad on the inferoatles and factual data presorted, tho Board will 
roadar flaal decision with reaps at to tho pecuniary liability of, or roliof 
fro* responsibility of, tho individual or individuals ooaooraod • 

«• After doe it too has boos roadorod, tho Property Survey Board will 
ratals tho original oopy of tho burvoy Report and forward tho reaaininf 
oeptos to tho Property Control Division for distribution ia aoeerdanoe with 
paragraph | } f above* 

3* Folloy with loopoct to Psou alary Liability 

a* Tho Property earvoy deard will dot oral no, from conclusive 
evidence, before isaposiag a pecuniary charge against an individual, that} 

(1) the property for which ho was responsible was loet, damaged, 
destroyed, or stoles through the apparent fault or neglect of the responsible 
individual orj 

(2) there was an latent to defraud the United States Severe® eat* 
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b. All pecuniary oharf.e* raised against am individual as a result of 

a 4t*rwey Report will preclude may loss to the Government, and each charts* 
will ordinarily bo la the amount which represent* the actual loss. Considera- 
tion will am to the original oast prise, tha current market prise, mm 

depreciation baaed on the life e* pea tansy a ad normal usefulness of tfc* article. 
Weapon* and otcer artiais* wnieh ara useful thr ouf aou t their aatira lifs ara 
act subject to allowances for depreciation. lhara tha property ia damaged and 
■sun be repaired, the oost of repair ia a proper charge against a* inliviiual, 
provided said east does sot exceed tha value of tha article. 

4. Right of Rppsal 

a. Individual* against whoa a pecuniary charge ha* been raised my 
appeal tha decision of the Property Survey Board to the Director of Central 
Intelligence. Thi# appeal meet he made, in writing, with 30 day* after 
receipt of noiifleatlea of the pecuniary charge, wales* otherwise specified. 
The original and one aepy of the appeal should be submitted to the uireotor 
of Central Intelligence, through the CIO Property Survey Board. 

o. Xa the event an appeal ia wet forthcoming within the specified tins, 
owe copy of the Survey Report , with all supplemental data, will be forwarded 
to the Chief, Fiaaaee Branch, far oollestion. 

&• Fmymmnt of Pecuniary Share#* 

a. Fayment of peowaiary charge* will be node by cheek, or U«3. Postal 
Money Order, payable to “The Treasurer of the United State*.” The cheek or 
saoaey order, and a copy of the notification of pecuniary oharres , will be 
forwarded to the Property Surrey Board. 

b. Amy enlisted personnel may sign a statement of charge* In 
aoeerdeaoe with paragraph t-b, M 33-6640, dated If April 1046, or submit 
payment in the manner outlined above. 
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3* Qell*otlox By Flaaao* .jraaoh 

fh* «M*f ( Fisaaa* araneh, upon r«o*ipt of a 4isa pprevsd Surrey 
I*port ®iil tale* iam*diab* action to oollaot monies <iu* th* G overage at - Is 
thm mr»nt that smh aotios i« i**ff**tiv*. oolleofcioa may b* mads threu, a 

• pay stoppar* or a d*duotie* ex fixal settlement. (3*# Administrative 

raatruotioa l | par. ) 

gas«rTlo*ahl* Or Obsolete Ijro jperty 
a. Th* i reparty «urv*y Hoard *111 r*vi** requests for disposition 
instructions ox all unserviceable aad/W obsolete property lx th* possession 
of this Agency initiated by th* Surplus Property Officer ox Ton So. dd-lb. 

b * Th * iroporty survey Board nay relieve all oensemed of responsibility 
*.a®/or accountability for obsolete or uaservieeabl* property and author!** 
disposition serving th* b**t interests of th* U. 3. Sovsraacat. 

I I Ig* <» BAM&gg rm ftHICH LIABILITY Id ALHlTThP 
1* general 

a* Shea aa individual admit* p*ouaiary liability for th* leas, dam*,:-*. *r 
destruction of public property, voluntary payment may b# mad* aa outlined is 
th* eaeuiag paragraph*. Proo*dur*» regarding voluntary payment ar* sot 
applicable outaid* th* Washington ar*a. 

b* A voluntary payment ia aeoeriaaoa with th* procedure* outlined below 
will act b* used a* a aaxa* t© olroumreut established policy prohibiting the 
purchase of Agexey property. 

o. Ia th* eveat aa individual desiring to sak* roluatary parent sor 

l**t property la beta*, separated from th* %*»y, clearance will be effected 

ia «s»orisM« with paragraph | [ »l»r« 

*• Aetioa by Responsible Individual 

Aa individual desiring to nak* roluatary payment for th* less of 

pablie property , ia lieu of submitting a 4urr*y Report, Form So. 36~lfi will 
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coordinate said loss with the Property Of floor of ths activity to w«iofe he 
la aaeiraed. 

*• Aatio * by Property Off jeers, ftoahlagtoa Area 

Property Officers will uii*t, responsible individuals la the 
preparation of tana So. 36-42, Voluntary Payment for Public I roporty. !M* 
fora will fe# initiated la #extttp lioat.3 and signed by the responsible 
iadlridual and tho Property Officer. All ooples of the farm tie. 36-42 will 
bo assigned ob adjustment (I) voucher nawber by tho Property Of fleer and oa® 
copy *111 be rebelled u a suspense eredit voucher to hie stock record 
aaoouat. The original and fear copies of for* So. 36-24 will aeoonpany the 
individual to the Property Control Division. 

*• Aetloa by the Property Control division 

The Property Control Division trill be responsible for, 

(a) reviewing all voluntary payments for public property leitiated 
i* the dashiagton are* to dete raise that eaid actio* is in accordance #Hh 
•Kitting property regalafcieun. 

(b) the wait cost ©f each item in the aatttser out- 

25X1 A lined in paragraph | [ j-b. 

(«) correctness of nomenclature. 

(d) «aai ataiei mg as infernal record of all voluntary payment* 
peadiag receipt of the signed form Ko. 36-42. 

After tho Property Control Elvisioa has signed the original and four 
copies of form So. 36-42 -the individual will proceed to the fiaannn Branch 
to sake payssest of charges listed thereon. 

6 * ^tioa by the finan.ee Branch 

a. The finance Branch will effect collection of the monies and sirs all 
copies of Form So. 36-42, Voluntary Payment for Public Property. Tho original 

A p pro ve d*Fo r* Re I e 2 00 3/0 3/06 ^*1 A-^^^oS^7^ , 8t% , bo§6t)^6 Aad th * 
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rma *. iwisg copies distributed aa follows t 

1 copy — Individual snaking payment 
1 copy — . Property Officer 
l copy — Property Control biviaieu 

*** lro P* rt ? Offiaer *411 us# th# signed copy of yam Mo. 36-42 as 
* valid credit voucher to hi* a took record account and file earn* i* th* vouchor 
t’ilo. Tfe* euapeaa# copy say b* u*#4 to adjust tho Amounts Control section ef 
form ho. 56-1* and pl*«#d in th* Jacket fil* ©f th# responsible individual. 

e. tkm iumperty Control 3i vision will u*e the signs* aspy of Form 
*•* s6 * 42 t0 th* property control raooraa of iMa Af,«aoy. 

iMfom or iwnranr Aaiastwaw 

1* General 


*• Limitations' os gs* 

Th* Baport of Inventory Adjustment. form Ho. 56-16, say be used by 
a* accountable officer, with specific limitations, te adjust differ#**** 
between th* * balance* as ahem on tha a took record account, ami actual 


quantity on hand and/or 1* us* as disclosed by a physical inventory. S3ce*pt 
aa noted in paragraphs 


, th* use of Farm So. 36-16 i# 


confined tot 

(1) Heetifyisg error* resulting from improper poetics and/or 
th# us# cf Incorrect sosanclature . 


(2) dooming accountability for previously uanmensted for property. 
h» Sorrootlon of frrera la feat. lags 

iShaa th* lopert of Inventory Adjustment is used to correct 
discrepancies resulting from errors in posting or nomenclature, th* ever* vs 
and shortages of Xl** it ms should insofar a* pm sib la offset one another, 

Thla preclude# the utilisation of form Ho. 36-16 to adjust inordinate 
short*c**. Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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«• Qm 


ioaottatas 


An aooountabl* offioar will, upon th« ditc«?try of onaooooato# for 
proporty, liot sold proporty on a fom So* SS-ld, and pool *a*« an an adjust- 
no at roaohor to bis stock rooord account* In tho mat, it is diooororad at 
a la tor data that »uoh proparty was arroaooo* ly accounted for, tho aooonntablo 
of floor will u«* Pom He* 8ft-ld to ml loro hianolf of ao sonata bility. In 



fho Proporty iurroy Board will taka final actios on all loports of 
Inventory Mjantaont originating in tho Haohington aroa. 4ft or authorised 



Aooeunto Control section of a proporty Of floor’* ttook Control Card, whoa 
applicable. I* th* mat that tho loport of I amatory Adjuotaout list* 
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disorspaaolss of »oro than o m sub-aocuuat, ox tracts of the itesas portal Ring 

to each aooouirt will be sa&4® by the Property Officer* Ths extras to will be 
posted to the Aoaouats Goatrel section of the fora Bo. S&-14 am filed i» the 
appropriate responsible off ioars ’ jacket files. G&® copy of the approved 
fora Me. 36*16 will fee forwarded to the Property Control Division a ad owe 
oopy will bo retaised by the approviaf authority* 

IS 

Actio® by the Chief of Dtatioe ladepoigiaat laatallatioa* 

Fi®al actios ©a all Reports of Inventory Adjustment origiastiag at «» 
i»;l«p*ad«et installation may bn take® by the Chief of Static®, tfhea approval of 
authorised Mjustsaexits h m been effected, the original of Fora Mo* 8S-1®, will 
bo returned to the aooou stable officer who will file the original as & valid 
voucher to his stock record account in lieu of the retained suspense oopy. 

An approved, copy of the Report of Invest cry Adjustment will fee retained in the 
administrative files of the Installation. fi:« other approved copy will be 
forwarded to the Property Control Division, ffisshiegtss, by the approving 
authority* 


/ 


25X1 A 


Disapproved Inventory Adjustments 

a. The Property Survey Board and Chiefs of Stations are enjoined 
not to approve Reports of Inventory Adjustment which exceed the limitations 


outlined in Paragraph) 


above. 


b. If any or all of the adjustments are not acceptable to the 
approving authority, the following notation will be made on all copies 


of the Form No. 36-16, "Approved subject to final action taken on the 
Survey Report to be initiated on the disapproved items." The original 
Form No. 36-1 6 will then be returned to the initiating accountable 
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a 




prepared on the disapproved items. The accountable officer wijpuse the 
return®! copy of Form No* 36-16 as a valid voucher to (1) substantiate 

? ' .' • ’’ if..-. ; . ■: - ' £. ¥>»«?#*?% 

the postings made on the approval items} (2) serve as a suspense voucher 
for the disapproved items. 

c. . After the Survey Report has been, initiated on the disapproved 
items it will be given the same voucher number as was assigned to the 
Report of Inventory Adjustment. It will then be forwarded to the approving 
author! ty.go^ f jjial^agti on In accordance with paragraph | I 25X1 

i* Expenditure of Property for i 




Office, Branch, or Division Chiefs and Chiefs of independent iastallatioae 
ere authorised to approve the expenditure of property used in experimental 
activities uader their jurisdiction . The following certificate signed by the 
authorised approving authority, or his designated representative t sill appear 
©w the face of as issue or transfer document, for® Mo. 36-? or 38-24 t 


I certify that the items listed hereon, will be expended for 
experimental purposes is the service of the Qeve rane at . Assy unused 
portion© will be returned to normal supply channels • 


'(Signs tyre} ‘ 

the issue or transfer document »o certified will constitute a valid voucher 

t© tii# stock record account of the Property Officer concerned • 

Z * af Supplies by a Supply Officer 

Supply Officers racy expend supplies aM equipment of as expendable 

nature for uee in activities under their aontrol without initiating and 

processing a requisition through nomal ehanaels • &»oh Items will be listed 

on & form Bo. 36-7 together with the following certificate t 

1 certify that the items listed hereon have been expended in the 
eerviee of the $cv»m«8t* *' 


' Supply akflaer 

The issue document, Fom he. 36-7, so certified will constitute a 
cr«d it voucher to the stock record account. 

I I ctmoiiimw pxormn rspokh 

‘AppVbveBT'or"ReTea^e - 7lT0 l 3/U3/06 : CIA-RDP54-00177A000200030003-6 
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a* la ardor to •'eaiwfceio adequate eosirol of moa-axpeadabla proparty at 

iadepswisat i nstallatiors , monthly Consol idated Property Reports, will b* 

forwarded to tha Property Control Dirisioa, Washiagtom* Bsis? Fora lb. 36-22, 

tli# Property Off la ar will report, by item, tha total monthly pains or losses 

or all proparty for vfeioh ha is aooouBtab! , 

2* Preparation of tha Consolidated Proparty Ha p ort 

a. Data 1 la of Preparation 

(1) Form So* 36-32 will ha prepared la triplloata by tha Proparty 
Officer as of tha last day o f aa«h month* Soa-axp#adabla proparty at the station 
with as increased or decreased total balaaoe at tho ead of tho reportiap period 
will bo 1 is tod ia oolussa 1 of tho form No. 86-22* 


(2) Tho salt of tho Item, i.a*, each, lbs., ft., oto., will ba 
ewtarad ia Co luma 2. 

(3) Tha iara story as of tha bepiaaiag of tha reporting period will 
bo eater ad ia column 3. 

(4) All roealpta will h# **t#red ia tha appropriate spaces ia 

ooluns 4. 

{a} “Receipts except Mceeramdum Eeeeipt turn- las aad Local 
Iburahase* should include * o*-axp#ada bis property received from tha Supply 
Division, dervlass D ranch, CIG aas hiaptoa, and othar Dora ram# at agsBOies . 

(b) Local purchases of aoa-expwadabt* property will bo 
listed separately aad tha uait seat will ba indicated. 

(«) Overages of Boa-expeadable property aooooated for oa 
Reports of I are. story ivd^us tme at will be classified as receipts and should ba 
listed as such* 


(S) All disbars aments of Roa-expendaels property will ba listed ia 
tha appropriate spaces of column t>. 

(a) The * Issue except Memorandum Baoeipt aad Operational" column 

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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00 The "operational liauw* column will sot be seed. 

(•) "Transfers er Disposals" will indicate aes-expeadab’U 
property transferred fr®ra the jurisdiction of the installation, sueh as 
transfers tc other Govsrsnest •£«>»!•« . 

(d ) .Shortage* of aen-expeadabl# property *coour»t *<i for on 
Surrey Report* and Report* of Inventory Adjustment will be listed la appropriate 
columns • 

(8) Golems 6, "Slosisg Inventory Including Sa lease on Memoranda® Receipt, * 
will be the mm of column 3, plus "total receipts" minus "total dis oarseaentstl/®) 

I. QlStrtbutiOtt of the Consolidated Property loport 

The original sad one eopy of the Fora So* 36-22 will be forwarded, 
thread* channels, to the Ghief of derviees , Washington, &•£?., Attentions 
Froperty Control Division. fae report should arrive sot later that# the 16th 
day of the following month. The Property Control M vision will os# the Fern 
Mo. 86-22 to make appropriate adjustments os property control records. 

ABBITS 

1. General 

a. All s too Ir record accounts oaietained by accountable officers of this 
Agency will be. subject to periodic audits and inspeeiiors by a representative 
of the Property Control Si vision, Aervieea Branch. 

b. Auditor* will hare the general authority to e ranine all property 
record# which they deem necessary for reference in oormeetien with the audit, 
•hors the examination of resort# by a* auditor conflicts with security 
regulation's, exception# to the above will be wade. 

2. Audit Objeotlve 

enasMnMMMmanMMwmMnnminwmnsmeHnw 

a. The primary objective of an audit is to ascertain that the interests 

of the Government are being fully protected. A further objective is to determine 
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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that the prescribed principles and procedures of property eoeountlag are 
being followed. 

b. Auditors will determine that t 

(1) All itsae chargeable agaiaet eat account are iaoorporata-i la 
the stock records. 

(2) Credit* a ad debit* to steak record aoa ousts are accomplished 
only by authorised traasaetioa* supported by valid vouchers . 

($) Stock record accounts and inventories accurately reflect 
quantities of property on hand and/or issued to us lag mtpmj'&i' 1 .' 

S* Certifleates &t Audit 

a* Upon the completion of *i audit, * Sertifieate of Audit will n* 
prepared ay the auditor. Borueliy, five oepiee of the Certifiaate of Audit 
will he prepared a ad distributed as follow# * 

(1) Original to the accountable of fleer 

(2) 2 copies to the Property Control Division 

(3) 1 oopy to the appelating authority having supervisory 
responsibility over the aoeoumt; such as office, breach, or division ehief 

(*) 1 copy to Chief, Services Branch 
She Certificate of Audit will present a eoaeise sunaary of the results 
of the audit including the discrepancies and irregularities noted, and a 
statement regarding the general eoadltioa of the account * 

l&iayosmoK ar £4£. property instwra 

1. Definition Cf Property f.eoorde 

The tern "Property Reoorda* as used in this paragraph will Include 
•took record cards, any equivalent ferae used in lieu thereof, vouchor registers 
maintained in ooasootion with the stock record account, voucher files, aad all 
other fora* maintained a* aa integral part- of the property accounting system. 
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2* Maps* It ion Action AM Llaitotlo ^ 

a* bin souths after an audit of a property account has boss completed 
and a Certificate of Audit baa boss Issued, the audited proparty records say 
bo withdraws frow tho aetive files and placed is the inactive files of the 
aeeouatahle off leer* 


b. Property decords will be <eai ntained is the inactive files of the 


accountable officer for a period of eirhtees months • At the end of the 


nlghteen south period, authorisation for the des true ties of property records 

«sy be reguested frssn the Property Ceatrol Division, Services Breach* 

25X1 A | 1 

| I fBflpEm yhdais 

1* general 

A federal serk* Administration Property Pass will accompany the 
■aeremeat of all pablie property freas aad asoag the various tea i Id lags occupied 
by this afeaoy is the aasulagto* area. This pass satst be procured in 
aooordaaee with the procedure* outlined ia the ensuing paragraphs . 

Zm Coordination with Accountable Officers 

Responsible individuals ia the various using activities detiriaf 
to effect a transfer or withdrawal of property tram may but Id i nr will coordinate 
the eosctesplated movement with their respective accountable officer. 

S* Initiation of F-egueet for Pass 

The accountable officer will forward a memorandum to the Chief, 
Property Control Division or to the appropriate individual designated to 
sign property passes in hie behalf, requesting that a F*W*A» Property Pass 
be issued. This amer&ndtas will be prepared in duplicate and should contain 
pertinent information regarding the property movement. One oopy will be 
retained by the initiating officer . 
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4* Authority to digs faa*o* 

The Chiof , * roperty Control Bivioics, dorvioo# branch, Is rooponolblo 


for the coordination turn control of property nevonont within the haehiagboa 
eras l, and will, therefore, ho charred with t&o Issue nee of *11 M«i* Property 
pass** • However, since *11 uaing nativities of this Agonoy are net centrally 
located, the Chief, Property Control 01 vision, will designate certain 
individual* to sign property passes is hi# he half, fh®*e individual* will not 


issue a f»Umkm Property pane until * signed nonorandsnt has bee* received from 
the a eoeanta bte officer. Individual* designated to sign Property Passes will 
aaintftin a file of *11 requests received* 

| xsaohiBg of ftoPSKtY oUauujcsa 

1. j^Mhingtoa Area 

*• Aet Ion by Individual 

Prior to departure frees this Agency, an individual being separated 
will obtain the neoassary signatures on Pom So* 46-20, Clearance 

iheet • this is to insure eaaplet# end final clearances of *11 aeaies and/or 

£tqp(t>u?t 'j 

property which nay have been char rod to him* Tho P e npdoty Clearanee sheet 
should be obtained fro* the Personnel branch. 


b. Heating of ladivlduale 

The routing, of an individual in the proper clearance sequence will so 
the responsibility of the Clear* noe frtm the appropriate 


Property Offiosr will be obtained before final clearance is given by tho 
ada iniabrati vo bffisor of the aotivlty to which the individual is assigned. 


This lowor oc halos supply clearanee will also be necessary prior to obtaining 
a aloajpaooe from the Property Control division. 


o * Action fer Property Officer 

Tho Property Officer of the nativity to widen tho individual is 
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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assigned will take necessary aotien to ascertain whether or not th* individual 


being separated has property char-ed to hi*. Issaediate clear ace* will bo 

Ho 

granted la th* event there ar« aot current charges . Should property 3harf*s 
exist, th* procedures outliaed is th* ensuing paragraph* will govern, 
d. Turn-In of frsgsrty 

All public property lm th* possession of as individual being 
separated froa this Agency will be return*! to th* proper supply ehanaela • 

III* Property Officer will assist th* Individual ia the pr*paratios of th* 
Property Turn-In Slip, Fora So. 36-24* Shea th* tors- la hag b*ea effected, 
th* Property Officer will sign th* Cleamne* bheet • 

«• I—truatioac far ialisted Personnel 

bulleted Army personnel being separated froa thi* Agency will retain 
in their possession th# slothing and e^uipaeat listed os their Individual 
AGO Pons So. $2 as authorised by th* aurreat S.B. Sable of %aipa«at So. 21. 
Any a ad all special eyeipneat in the possession of individuals which is not 
authorised by t/SL 21 will be returned to this Agency in aooordanes with the 
procedures outlined in paragraph d above. 

4 * l*et. Damaged, or Stolen Property 

An individual being separated who le accountable a ad/or responsible 
for l**t, damaged, or stolen property will initiate a Purvey Heport , fora do* 
25X1 A 34- IS, in accordance with paragraph I [ above , or sake Voluntary Payees* as 

25X1A provided in paragraph | h l-g below* Ia lieu of signing the ty 

Clearance Sheet, the Property Officer will nek* a notation, similar to the 
one below, on the reverse aide of Perm Me* 3S-20» 


has a Survey Jteport pending 

ooverisg the less of the following item# of Government Property* 


(List Property) 

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 
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£» Voluntary Payao at for Lett Property 

grastiisjg of a, prop* rt $ elearaaoe to as individual bolas; 


©operated frea the Afeaoy who do© iros to aak« volustary pay seat for the los* 
of public proparty, ia lion of ©Hbsdtting « burvey Soport, will ho effected 
ia the following sawsert 

(i) F rep arty vfflaor 


The Property Of floor will as©i*t the individual is tho 
preparation of fora Mo* }&>42, ?olait*ry Fayseat for i uhiia troparty, ia 


aoeerdaao* with instruction© &« outlined ia para? ragh 


L la lieu of 


25X1 A 


#lj?ni*f tt* . *wf| iWy Slearaae* Sheet, the Property Of floor will make a 
notation on tho raverae «id« ©f for* Mo. S6-20, siwllsr to tho dm ooIok i 
- 1* wftki^ voluntary payment for 

557 

th* loo© at the following item© of pub lie property* 

( Hat it*#©} 


Property S'ttiaar 1 
Aescuni Wo* 


for* He. 36-42, Voluntary Payweat for lublis Property and For* Mo. 

Er*&/oyft s 

St-20, / ‘report y C lee ranee Sheet, will aooangaay the i ©dividual to tho 
Property woatrel Division* 


(2) Property Control Division 


Tho Property doatrol Division will take notion 1* aoeordanoe 


with paragraph 


a»d ia lieu of normal slearanae will wake a notation an 


the reverse side of For* Mo* 36-20 a© follows t 


(ft**) 

eloaroaoe from this tgeaoy after payment 
■ado to the fiwaat Branch » 


_____ way bo granted property 
for the above itesa© has bees 


Property sJontroI f>i vision 
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(3) £!****♦ Ura aafe 

25X1 Aft er th* 

25X1 A *« outlined im paragraph 


has *ff*©t#& eellsctioa of a©ai«« 
th* lollowlop notation *111 bo siada o$ th# 


r***r*« sid* of th# ir*p*rty Ulvaraas* wh**t « 


Pay*# at la the asieuBt of | 
r*a«iw*d sf 

g— — 


for th# above it*** 

# 


"Soto" 


Fiaaae* Branch ' "" 

h* Property la fro— It 

la th* *v»ai th* Iriiftdtitl b*ing s*paratad has proparty la transit, 
or loootod outs id* Sashlagtoa, * clearance, will not b* groat *4 until such 
**»• a* sold property ha# b**a r*tur*#d to this 4f*»*y, Th* Property Offiesr 
of th* activity to #feiofe th* ladividu&l i# assigned will ante* a **tatier, 
similar to th« oh below, oa tfe# r*r*rs* sid* of For® So. 36-20, ia H*w 
of aemal *l*araiM« sigaatur*| 


~ (ga»*j 

Ha* ®ot b*«a duly aj*ou»t#d for. 
«l*ara*e* will h# gra abed by th* 


__ Ha* tfe* follow! ag •« i uip®#Bt which. 
Up** r*tura of *aid Itwafi to this Ac***?, 
(laa* o£ dp*ratijBg ^atityj 


(feist f rep#rty } 


"T rop*rfcy Cffia*r 
Aoaouat So. 

1* Out* id* ’h'asfeiaetoa tr»a 

** g*rtlfi«at* fro* Proparty Offiaar 

Am individual, prior to hi* d*p*rtur* froa aa independent 

Installation, will obtain a aigww preparty »l*arano*, whiofe will b« 1* 

th# fern of a wemoranduas is«u*d by tfe# Proparty uffio*r for th* station. 

It 1* sag 3*** tad that th* follwrlaf clear* ao* oartifieat* b# u**dt 
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I certify that (flans) has returned 

or otherwise aooouated for ail public property chsr^eo to 'kla prior to 
hi* departure from this installation, with the following exception* t 


^ : ropVrty ‘"bffi’eVr 

>t*tiOE| 

fe* granting or *ithi»l&ia£ Clsaraaoc 

Tkm lroperty Offlser, upon detssraiuwtloa that th* i ad i vidua 1 3-sinf 
separated or transferred do** mot have My ourreat property oharg** against 
hi*, will rmt jjssediat# elsara&o#. la th* event property char :•« exist. 


action as outlined ia th* ensuiag paragraph* will ft* talc** for those person* 
returning to SasMngton for separat lea. Final clearance will mot he granted 
to as individual being separated from thin Agency at a field installation 
until all property has been turned-in, and/or ace ousted for. 


»• Clear* nse after Property Turn- In 

All pub lie property la th* possession of an individual being 
transferred will be returned to the Property Officer, aid property 
clearance sill be granted. 

d. Initiation of fturvey Report 

In the event an individual requesting clearance has lost, dsasgsd. 


or destroyed public property for which fee Is responsible and/or aoo ©notable, 
a Survey Soport, Tom So. 36-16, will be initiated in aeoerdanoe with 
paragraph | | above, the Property Offioor should then wake a notation, »i*ailar 

to the one below, under "exoeptioas* of the Clearaaoe Memorandum t 

has a Survey Report pending 


for the following items of public property* 


(List I teas) 


Property OfHeer"’"" 
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t «, mtai&S. Property 

Upon tress far, a* individual will not be allowed to ratal a any 
Go v er na eat property sales* said e-juipaent 1» essential for the completion 
of the journey. Hetalaed iieas should be listed under *exaeptloae* of the 
flleeranoe heaeraada® and will be returned to the appropriate Property 
Offloer lamed lately ape* arrival la Washington, 
f . XHatrlbation of Clear*»oe Kwioraagu* 

bistributiea of the static® Clearance Meatoraadust will be as 

follow* t 

(X) i eepy will be retained by the installation or station 
fran whJtah the individual ie departing. 

(*) t copies will aoeompeny the individual. 
g» Arrival la <*3 hint ton 

Upon arrival i* Washington, the individual being separated 
will report to the activity to which he is assigned for final e learanae 
25X1 A i* aaeerdanse with] |sbove . 


25X1 A 
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